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Introduction to Computers Student Guide Module 2

Module 2: Windows Basics

Review Module 1: Basic Computer Knowledge

e What is Hardware? What is Software?

e Give an example of an Operating System

e How is an Operating System different than an application?
e When a computer is started, what is the first screen called?
e Give an example of an application or app.

e Point to the Mouse Trainer application on your Desktop.

e Point to the Task Bar on your Desktop.

e Which mouse button is most used? Left? Right?

e What mouse action opens an application?

e What is the proper way to power off a computer?

Module 2 Topics: Windows Basics
e More Mouse Practice

e Keyboard Practice
e Searching for an application
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1. More Mouse Practice

1. Find Mouse Trainer on the Desktop and Double Click to open.

B

Mouse
Trainer

2. Your instructor will have you practice depending on the time you spent on it last
week.

2.Keyboard Practice

Exercise 1 — Typing Tutor

R
1. Find the Typing Tutor icon on the Desktop and Double Click to open. ?@-ﬂ

L
2. Click on the Drop-Down Arrow VWand select Exercise 1 - Lesson 1. [l

% The Typing Tutor *
The Typing Tutor - 1.6.0
Select Starting Exercize: (e GAEmel ks
||_ ) Drop-Down
Exercise 1 - Lesson 1
Exercise 1 - Leszon 2 ArrOW
Exercise 1 - Leszon 3

Exercise 1 - Lesson 4
Exercize 1-Lesson 5
Exercize 1 - Lesson &
Exercize 1 - Lesson 7
Exercige 1 - ‘Words 1 v

Settings

x E Analytical Eye Software

Thiz program iz freeware for all educational
establishments, and is charityware for comercial
use. For more details see:

hitp: /v, aspes.forced. co.uk/aed

ar email Chiiz Alcock on calcocki@stones. com

3. Click Start to begin the application.
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4. Position your fingers on the keyboard as shown below, without pressing any keys.

Home
Row

This is called the Home Row. Feel the bump on the F and J keys. This is done
on all keyboards so you can feel the location of the Home Row without looking at

the keys when you type.

@|# |s %lﬂJ& * |[ J|_|+| e
2 |3 4 |5 |e |7 g8 |9 |o R
Tiy|lul|l1rt|lolp || 3
- 1 |
H . \ —
/V B N\ & Shift
RS | BT

Space Bar

your fingers on the Home Row.
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5. When you see a letter highlighted, press that key on the keyboard, keeping
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Left Hand keys

Right Hand keys

Module 2

Exit

\

Type the
letter that is
highlighted

Thisisthe __»
line that will
be typed

ﬁ The Typing Tutor - Exercise 1 - Lesson &

! J/
B BEEENE BHBE
U 1

B
Q WERT Y o P

////K"EDFG H J K L

Shit £ X C ¥V B N M
Space

sss5 111 sls 1sl sls 1sl sss 111 sls slsl

Settings For the Exercize
Backspace iz allowed, and the exercize iz caze sensitive

Al

s

Press Escape

to quit lesson

and return to
menu

Shift

6. Tryto only look at the screen and not your fingers. This will allow you to type
faster as you learn all the keys.

7. When directed by your instructor, click the “X” on the upper right corner of the

screent

o Exit.

Try to practice every day for at least 10 minutes. Typing Tutor is on all the computers
distributed by the PRC. If you like to use the internet, another good typing program is
www.typing.com.
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3. Searching for an application

There are many more applications on your computer than what is shown on the
Desktop.

List of applications in
alphabeticzal order Scroll Bar

Windows Server

B F B

Windows Windows
erver Manager  PowerShell PowerShell ISE

Acrobat Reader DC

l Bruce's Unusual Typing Wizard ~

'l) Firefox #- g E

Windows
G Administrativ... Task Manager Contrel Panel

Google Chrome
% 3 =

l Java Event Viewer File Explorer
)
M
@0 € =
Start
Button N
Search Tool

1. To access them, click on the Start Button. You will see a list of applications in
alphabetic order.

2. Click and Drag the Scroll Bar to go to Microsoft Office.

3. Click the Drop-Down Arrow to expand the list to show all the applications that
are part of Microsoft Office. As you can see, many applications are part of Microsoft
Office.

M

B Microsort Office Drop-Down Arrow

l Mouse Trainer
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4. Click and Drag the Scroll Bar until you see Microsoft Word.

Microsoft Qutlook 2010
Scroll Bar
4—

ﬂ Microsoft PowerPoint 2010

ﬂ Microsoft Publisher 2010

ﬂ Microsoft SharePoint Workspace...

I Microsoft Word 2010 l

5. Click on Microsoft Word to open the application.

6. Click X to Close/Exit Microsoft Word.

Close/Exit \

N\
Document? - Microsoft Word ] @
N
# Find -
d AaBbCeDd AaBbCc AaBbCc AdB laBbCei Aal AaBbCeDd AaBbCcDc AaBbCeDe AaBbCcDd tﬂ\ 5. Replace
THp Spacing  Heading 1 Heading Title Subtitle Subtle Emp. Emphasis ntense Em.. Strong Quote . Snlle”e select *

7. Use the same steps to open and close Microsoft Excel and Microsoft PowerPoint.
After closing each, you will return to the Desktop.
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TIP! Quick Find

1. To find an application quickly, you can also click on either the Start Button E

or the Search Tool . on the Task Bar and type the name of the app.

2. When the app appears as Best Match, click on it to open.

Best match

2. Click here to ) ; icrosoft Word 2010
select this app. Desktop app

Recent
| Windows 10 Fundamentals Module 6
®]  Quiz answer key

] Week 6 Quiz

Apps
= WordPad
Settings

Highlight misspelled words

B & b 0 B o

1. Type nameof — word|
app here.

3. Do this to find and open Microsoft Word, then close it to return to the Desktop.

4. Do this to find and open Microsoft Excel, then close it to return to the Desktop.

5. Do this to find and open Microsoft PowerPoint, then close it to return to the
Desktop.
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4.People’s Resource Center Training Server

There are some differences between Windows 10 on the PRC Training Server and
another computer, such as your home computer.

Feature PRC Training Server Windows 10 Computer
Search Uses Search Tool n Uses Cortana which
which ONLY searches the || e reeos !
computer. searches the computer
AND the internet.
Microsoft Full suite of Microsoft PRC refurbished
Office Office applications computers have Word,
Excel, PowerPoint and
Outlook only.
Internet Google Chrome Google Chrome
Browsers Microsoft Internet Explorer | Microsoft Edge
available Mozilla Firefox Mozilla Firefox
Availability Log in access during class | No restrictions
session only
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Review Topics covered in today’s class

e Keyboard Practice
e Searching for an application

1. What is the Home Row on the keyboard?

2. How do you find an application?

3. What are some differences between Windows 10 on the PRC Training
Server and another computer, such as your home computer?
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